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0]7‘26‘6 Memormdum UNITED STATES GOVERNMENT

TO : Chief, Records Management Staff DATE: § FEB 1957

FROM ¢ Assistant Director for Research and Reports

C/:é:?f Q -'t,é -

SUBJECT: Designation of Area Records Officer, ORR D 'ﬂg{e
REF : CIA Regulation |:|iated 11 December 1956
1. Mr. | |is hereby designated Area Records

Ofricer, ORR, vice Mr.| | 25X1A9%A

2. The effective date of this designation is 28 January

1957. J——

FOR THE ASSISTANT DIRECTOR:

25X1A9A

Chief, Administrative Staff
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Oﬂice Memonmdﬂm UNITED STATES GOVERNMENT

TO : MEMORANDUM FOR THE RECORD DATE: 9 October 1957
FROM : Records Management Staff

SUBJECT: Shelf File installation, Map Library, ORR

1. On 30 September 1957, Mr. of the 0&M Staff advised me 25X1A9A
that in the process of completing an O&M project in the Map
Librery, he felt that the rds Management Staff should determine

the feasibility of & Shelfitinstalletion. Ab present there are
approximately 115 safe an non-saefe filing cabinets fifled with
maps end photographs. The fi&ﬁ is rapidly expanding and they
sre now in need of sddtional space.

5, T mede srrapcementurith Mp, to see +the instellation 25X1A9A
25X1A9A on 7 October. bnd I discussed the matter with
25X1A9A Mr, |_| Ares Records OUiflcer, ORR, and the three of us visited

the ares.

3. There are seversl steps which can be taken to relieve the
space condition. Among them ere:

a. Change from 4t to 5 drawer cebinets.
b. Change from legal to letter size cabinets.
c¢. Shelf filing.

These items should prov/t%e) opportunity for eboub 30%
better utilization of ex:.st.i‘ng floor space. Z éﬁ

25X1A9A This project is assigned to Mr. Ibeca,use » in,the above

things ,it appears that the adoption commendation made in
1955 considering transfer of certain records to the ARC should

be reconsidered! consequently, this project inyolves one of
records disposition as well as filing sxsigma,z ; A —

25X1A9A
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